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Note to the Reader

The Brooklyn College Employee Handbook is for informational purposes only and does not
constitute terms or conditions of employment, nor does it establish any past practice of
the City University of New York or Brooklyn College. The policies, procedures, and college
information have been paraphrased or otherwise presented for readability. For further
details and requirements, employees are advised to ask their supervisor or contact the
Office of Human Resource Services.

The City University of New York and Brooklyn College reserve the right to make
modifications as necessary to policies, procedures, and college requirements, including
renegotiating contractual terms of employment with employees’ collective bargaining
agents, without advance notice.

Employment with Brooklyn College is entered into voluntarily, and an employee is free to
resign at any time.
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Overview

Brooklyn College is an integral part of the civic, urban, and artistic energy of New York and
uses the entire city as a living classroom that broadens our students’ understanding of the
world around them.

For more than 80 years, the college has been attracting a wide variety of motivated
students—many of them immigrants or the children of immigrants who wish to better their
lives through a superb education. They come because of the college’s renowned faculty
of academics, professionals, and artists who are among the best in their field.

They know they will be learning on a campus considered one of the most beautiful in the
country, with well-equipped facilities, studios, smart classrooms, and production and
practice rooms—all with highly affordable tuition.

The college offers more than 150 undergraduate and graduate degree programs in
business, education, the humanities and social sciences, the natural and behavioral
sciences, and visual, media, and performing arts. Admissions criteria have become
increasingly selective.

Our History

Founded in 1930, Brooklyn College was New York City’s first public coeducational liberal
arts college. The school was envisioned as a stepping-stone for the sons and daughters of
immigrants and working-class people toward a better life through a superb—and at the
time, free—college education.

The first campus was set in the busiest section of Downtown Brooklyn, within the shadows
of Borough Hall and court buildings, and near a busy commercial

thoroughfare. Within two years, the college had spread to another building, and the idea of
constructing a formal campus soon took hold. Several sites throughout the borough were
considered, and the first president, William A. Boylan, embraced a large tract in the
Midwood neighborhood proposed by a young architect, Randolph Evans. Even before the
site was chosen, Evans had drafted a design for a Georgian- style campus facing a central
quadrangle and anchored by a library building with a tall tower. Conveniently, the land was
owned by his employers and, at the time, was being used as a golf course, a football field,
and the staging area for Barnum & Bailey Circus.

Despite being in the throes of the Great Depression, progress was made surprisingly

quickly. On December 21, 1934, the city’s Board of Estimate approved the purchase of
the Midwood lot for $1,625,528. In January, the Public Works Administration of the
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federal government allocated $5 million for the buildings’ construction. On October 2,
1935, Mayor Fiorello La Guardia, in the presence of Boylan and Borough President
Raymond V. Ingersoll, took a silver-plated shovel and symbolically broke ground for the
official beginning of Brooklyn College’s new campus. Workers enlisted in the Works
Progress Administration completed most of the buildings and landscaping within two
years.

When President Franklin D. Roosevelt came on campus and laid the cornerstone for the
gymnasium, the final building in Evans’ plan, he said, “l am glad to come here today and
to wish Brooklyn College the fine and successful future that it deserves. May it live
through the generations to come for the building up of a better American citizenship.”

The college’s reputation grew throughout the following decades, driven in part by a
prominent faculty across the disciplines. Students were expected to be among the city’s
best as well, and they were required to pass a stringent entrance exam and keep up with
the rigorous course work.

In 1961, Brooklyn College became a member of the City University of New York (CUNY)
just as the college was entering one of its most tumultuous periods. The Vietnam War,
combined with the demands of emerging ethnic and racial empowerment movements,
led to almost weekly protests. Both the student body and the faculty engaged in vigorous
debates on and off campus, and the college became somewhat famous in the borough
for hosting controversial figures, including Abbie Hoffman and Bob Dylan.

In keeping with the spirit of the times, in 1970 CUNY instituted an open- admissions
policy that granted any New York City resident, regardless of academic credentials or
ability, the right to attend a CUNY school. As a result, enrollment at Brooklyn College
swelled to more than 30,000 students in only a few years. This led to severe overcrowding
in classrooms, depletion of services, and budget concerns that resulted in an acute
fiscal emergency in 1975. The college closed its downtown campus and began
“retrenchment,” cutting back tenured faculty, administration, and many services.

Five years later, Brooklyn College began to regain some of its former luster, led by the
creation in 1981 of a nationally recognized Core Curriculum that gave students a strong
foundation in the liberal arts. In addition to strengthening the curriculum, the college
began to hire new faculty again, invigorating the departments with their youth and
scholarship.

The rejuvenation of the curriculum was mirrored by an increased effort to improve facilities
and begin an ambitious building campaign. Major construction projects over the past 20
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years include the renovation and expansion of the library, the new West Quad Center, and
the new Leonard & Claire Tow Center for the Performing Arts. Roosevelt Hallis slated to be
converted into a science center.

A wide-reaching transformation occurred in fall 2011 with the creation of four new schools
and the arrival of deans to head them. The existing School of Education was joined by the
Murray Koppelman School of Business, the School of Humanities and Social Sciences,
the School of Natural and Behavioral Sciences, and the School of Visual, Media and

Performing Arts.

Our Campus

Brooklyn College was always meant to be beautiful, right from its beginnings in the 1930s.
The original design called for classical, Georgian-style buildings to be constructed on 26
acres, along with a lily pond, gardens, and grassy quadrangles planted with elm trees. The
classrooms, lecture halls, art studios, and science laboratories were built to be the best
in the country.

Brooklyn College remains among the most beautiful in the metropolitan area. The lily
pond, gardens, elm trees, and four original buildings are constantly being refurbished to
reflect the expanding needs of our community. The campus has now expanded to 35
acres. Light-filled art studio and gallery spaces have been added to the top levels of Boylan
Hall, while the lower level has a refreshed full-service cafeteria. Ingersoll Hall, the main
science building, has been extended on either side for more labs and lecture halls as well
as for the Aquatic Research and Environmental Assessment Center, an important

resource for the city’s waterways. The expanded Brooklyn College Libraryincreased space
for its holdings and providing facilities for new media and online services, classroom
facilities, and the college’s Special Collections, including important archival holdings. The
library offers students not only access to an increased collection and computer services,
but to comfortable rooms and nooks in which to study and rest between classes.

Other additions to the campus included the West End Building, which houses computer
labs, the Department of Film, and student club rooms right next to the tennis courts. The
Library Café is a full-service Internet café that is open 24 hours a day, seven days a week;
the adjacentterraceisthe perfect spotforreading, snacking, and relaxing on pleasant days.
The West Quad Center opened in 2009 and is home to most student services—admission,
registration, bursar, financial aid—as well as recreational and fitness facilities.

The latest addition is our brand-new performing arts center, the Leonard & Claire Tow

Center for the Performing Arts, which opened in 2018. Alumni Leonard ’50 and Claire ’52
Tow donated $10 million to the college to create the center. The building includes rehearsal
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and performance space, set design and construction workshops, a double-height theater
seating 200, a grand lobby and arcade, ground-floor exhibition space, classrooms, and
meeting and reception rooms.

Finally, Roosevelt Hall is slated to be completely re-envisioned, transformed from a
physical education facility to a dynamic science complex that will increase the college’s
research capabilities in the hard and natural sciences.

Accreditation

Brooklyn College’s academic programs are registered by the New York State Department of
Education. The School of Education is accredited by the National Council for Accreditation
of Teacher Education andisinthe process of seeking accreditation fromthe Association for
Advancing Quality in Educator Preparation. In 2019, the Murray Koppelman School of
Business earned accreditation from the Association to Advance Collegiate Schools of
Business.

The bachelor of science program in chemistry is accredited by the American Chemical
Society. The master’s program in speech-language pathology is accredited by the Council
on Academic Accreditation in Audiology and Speech Language Pathology of the American
Speech-Language Hearing Association. The master’s program in school counseling is
accredited by the Council for Accreditation of Counseling and Related Educational
Programs. The Didactic Program in Dietetics is accredited by the Accreditation Council for
Education in Nutrition and Dietetics.

Organization Membership

Brooklyn College is a member of the American Association for Higher Education, the
American Council on Education, the Association of American Colleges and Universities,
and the Council for Opportunity in Education.

Student Enrollment and Diversity

Brooklyn College is a microcosm of the ethnically rich borough of Brooklyn it serves as
well as a mirror of the wide diversity in New York City itself. Avibrant, intellectually engaged
community, our student body comprises individuals from 143 countries, speaking 92
different languages, who share in the educational home our ample campus provides.
Brooklyn College attracts bright, ambitious individuals and is particularly well suited to
those who are eager to explore a wide range of academic disciplines.
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Faculty

The faculty of Brooklyn College teach, mentor, and advise, and very often they become
students’ best career counselors. In and out of the classroom, students at Brooklyn
College get to know and work side by side with leading academics, scientists, writers, and
performers.

Purpose, Mission, Vision, and Values

Our Purpose

We believe in the power of student-centered higher education and scholarly research to
transform diverse students’ lives and empower them to build a better future.

Our Mission

Brooklyn College provides an excellent, affordable, and transformative education to
students who reflect the great diversity of our vibrant borough and country. We have a
special commitment to educating immigrants and first-generation college students from
our city and state. Through outstanding research and academic programs, we educate
leaders who think critically and creatively to make positive changes in the world.

Our Vision

We strive to make Brooklyn College the best public college in the Northeast—a world-
class, distinctive engine of intellectual discourse and social mobility that draws on its
exceptional faculty, staff, and location to prepare graduates to shape and improve the
rapidly changing world.

Our Values

e Diversity, equity, and belonging

e Student-centeredness

e Intellectual rigor and fact-based analysis

e Transparency ininformation and decision-making

e Collaboration and teamwork

e Respect for others and engagement across differences
e Sustainability
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“Nil sine magno labore”

The Brooklyn College motto (“Nothing without great effort”) is taken from the poet Horace,
who writes that “Life has given nothing to mortals without great effort” (Nil sine magno vita
labore dedit mortalibus). It serves as a reminder that nothing can be achieved without hard
work and symbolizes the dedication and achievement that have always been the hallmark

of Brooklyn College students, faculty, and staff.
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Chapter 2:
Sexual Misconduct and
Complaint Procedure
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Sexual Misconduct and Complaint
Procedure

Sexualand other unlawful harassmentis a violation of Title VIl of the Civil Rights Act of 1964
(Title VII), as amended, as well as many state laws. Harassment based on a characteristic
protected by law, such asrace, color, ancestry, national origin, gender, sex, sexual orientation,
gender identity, marital status, religion, age, disability, veteran status, or other characteristic
protected by state orfederal law, is prohibited.

It is Brooklyn College’s policy to provide a work environment free of sexual misconduct
and/or sexual assault. Pursuant to CUNY policies, sexual misconduct and sexual assault
by management, supervisors, co-workers, ornonemployees in the workplace is prohibited.
It is prohibited to retaliate against an individual who reports sexual misconduct, assists

someone making such areport, participates in any manner in an investigation or resolution
of a sexual misconduct complaint, including testifying or assisting in a legal proceeding, or
opposesinareasonable manneran actor policy believed to constitute sexual misconduct.

Complaint Procedure

Any employee who believes they have been subject to or witnessed illegal discrimination,
including sexual or other forms of unlawful misconduct, is requested and encouraged to
make a complaint. You may complain directly to your immediate supervisor, department
manager, the executive director of the Office of Human Resource Services, or any other
member of management at the college with whom you feel comfortable bringing such a
complaint.

No reprisal, retaliation, or other adverse action will be taken against an employee for
making a complaint or report of discrimination or sexual misconduct or for assisting in the
investigation of any such complaint or report. Any suspected retaliation or intimidation
should be reported immediately. All complaints will be investigated promptly and, to the
extent possible, with regard to confidentiality. If the investigation confirms conduct
contrary to this policy has occurred, the college will take immediate, appropriate,
corrective action, including discipline, up to and including immediate termination.
Information about resources and the process for filing a complaint can be found on the
CUNY website under Title IX/ campus websites.
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Sexual Misconduct Policy

This policy prohibits retaliation against any person who reports sexual misconduct, assists
someone making such areport, participates in any mannerin an investigation or resolution
of a sexual misconduct complaint, including testifying or assistingin a legal proceeding, or
opposes in a reasonable manner an act or policy believed to constitute sexual
misconduct. Federal, state, and local laws also prohibit retaliation.

If you want more information about how to deal with sexual misconduct or if you feel that
you have been avictim of sexual misconduct and want to report it, contact the college Title
IX coordinator. The college will take all steps necessary to prevent and eliminate unlawful
sexual misconduct. The Title IX Office and all responsible parties have an obligation to
maintain confidentiality.

Sexual Misconduct Training (E-SPARC)

New York State law (Section 201-G) requires all full-time and part-time employees to
complete training annually for Employee Sexual and Interpersonal Violence Prevention
and Response (E-SPARC Training). All full-time and part-time staff of both Faculty and

Non-Faculty staff are required under CUNY policy to complete this training during each
academic year. This training is available through CUNY Brightspace (previously
Blackboard) and scheduled Zoom sessions throughout the year.

Gender-Based Violence Training (GBVT)

In compliance with New York State law and CUNY Policy, all Human Resource
Professionals and campus supervisors and managers with at least one direct report are
required to complete the new Gender Based Violence Training (GBVT), which is committed

to ensuring a survivor-centered, trauma-informed, and culturally responsive response for
all employees experiencing domestic or gender-based violence, at least once every
academic year.

This training is available to employees through CUNY Brightspace (previously Blackboard).
Once in Brightspace, the link to complete the training can be found in the My Organization
section. Employees may access Brightspace at any point during the duration of the

academic year to begin the course. To reduce any technical difficulties, employees should
plan on completing the training in one sitting — this means not pausing and exiting the
course. Doing so may result in your completion not being recorded in Brightspace. All
required employees will have until the end of the academic year to complete the training.
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Chapter 3:
Workplace Safety
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Safety

All employees are expected to perform their duties in a safe manner. On-the-job safety is
the employee’s responsibility, and every effort should be made to avoid careless work
habits. Any unsafe working conditions encountered by an employee should be reported to
their supervisor. If injured while on duty, an employee should immediately report the
incident to their supervisor.

Workplace Violence Prevention

The City University of New York seeks to create and maintain a safe environmentin which all
members of the university community—students, faculty, and staff—can learn and work
free from the fear of sexual assault and other forms of violence.

The university’s policies on workplace violence and domestic violence apply to all acts of
violence that occur in the workplace or that may spill over into the workplace. Visit the
Office of Human Resource Services policies webpage for campus-specific information and
resources.

What Is Workplace Violence?

e An attempt or threat, whether verbal or physical, to inflict physical injury upon an
employee

e Anyintentionaldisplay of force that would give an employee reason to fear or expect
bodily harm

e |ntentional and wrongful physical contact with an employee without their consent
that entails some injury

e Stalking an employee in a manner that may cause the employee to fear for their
physical safety and health when such stalking has arisen through and in the course
of employment

e Angry emotional outbursts or intimidating behavior toward one or more people

e Talkaboutweapons, especially if it seems obsessive

What Must Employees Do?

e Create an environment of mutual respect in the workplace.
e Maintain a safe and secure work environment.
e Participate in the annual Workplace Violence Prevention Training Program.

e Report an incident of workplace violence to appropriate parties (supervisor, the
Office of Human Resource Services, or a campus and community safety officer)
immediately.
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Individuals who violate the CUNY Workplace Violence Prevention Policy may be removed
from university property and are subject to disciplinary and personnel action, up to and
including termination consistent with university policies, rules, and collective bargaining
agreement and referral to law enforcement authorities or criminal prosecution.

How to Report an Incident of Workplace Violence

e \Workplaceviolence incidents should be reported to the supervisor and to the Office
of Campus and Community Safety Services.

e The College’s Office of Campus and Community Safety Services can be contacted
through phone at #1-718-951-5511 for off-campus or at extension #5511 for on-
campus or through email at security@Brooklyn.cuny.edu.

e The Office of Campus and Community Safety Services investigates the incident and
prepares a report which is sent to the Office of Human Resource Services. The
Office of Human Resource Services coordinates the review of the incident with the
Workplace Violence Advisory Committee and the President.

Workplace Violence Prevention Training

New York State law mandates annual training in workplace violence prevention for all
CUNY employees. At the beginning of every academic year, the university sends out
announcements to all employees about the requirement to complete this training. All full-
time and part-time staff of both Faculty and Non-Faculty staff are required under CUNY
policy to complete the University’s Workplace Violence Prevention Training annually during

each academic year.

All part-time employees, including Adjuncts, should complete the training during the first
semester they are working/or are teaching during the academic year. For example, if you
are working during the Fall semester, the training must be completed by the end of the Fall
semester.

For full-time employees, the training should be completed by the end of the academic year.
This Training is available through CUNY Brightspace (previously Blackboard) and
scheduled Zoom sessions through-out the year.

Domestic Violence and the Workplace

Domestic violence is a pattern of abusive behavior that occurs between family members
and/or intimate partners to gain power and control. Domestic violence is also called
domestic abuse, intimate partner violence, or dating violence. It may include sexual
assault. People most often think of domestic violence as physical abuse, but that is only
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part of the picture. Many victims are never physically or sexually assaulted but are
controlled and terrorized by their partners’ use of nonphysical tactics such as verbal,
emotional, or psychological abuse; coercion and threats; isolation; minimizing, denying,
and blaming; using children; intimidation; and economic abuse.

The City University of New York does not condone violence against women, men, or
childrenin any form, whetheras an actofworkplaceviolence orinany employee’s personal
life. Domestic violence can spill over into the workplace, compromising the safety of both
victims and co-workers and resulting in lost productivity, increased health care costs,
increased absenteeism, and increased employee turnover. CUNY is committed to full
compliance of all applicable laws governing domestic violence in the workplace, to
promoting the health and safety of its employees, and to making a significant and continual
difference in the fight to end domestic violence.

Employees who are victims of domestic violence can get help from the Brooklyn College

Domestic Violence Liaisons, the New York City Family Justice Centers, and the New York
State Office for the Prevention of Domestic Violence.

Drug and Alcohol Policy

Itis Brooklyn College policy to maintain a drug- and alcohol-free work environment that is
safe and productive for employees and others having business with the college. The
unlawful use, possession, purchase, sale, distribution, or being under the influence of any
illegal drug and the misuse of legal drugs while on any of the Brooklyn College campuses,
or while performing services for the college is strictly prohibited. Compliance with this
policy is a condition of employment, and this policy will be enforced at all times in
accordance with applicable state and city laws.

Non-Smoking Policy

Brooklyn College is tobacco-free. Smoking is not allowed on any of the grounds of the
Brooklyn College campus at any time. “Smoking” includes the use of any tobacco
products, electronic smoking devices, and e-cigarettes containing nicotine cartridges.
Smoking is permitted only during breaks in outdoor areas off campus.
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Reporting of Alleged Misconduct

The City University of New York is committed to conducting its affairs in compliance with
federal, state, and local laws and university policy. CUNY encourages all persons to report
conduct or suspected conduct that they in good faith believe may violate the law or CUNY
policy so that CUNY may investigate and take appropriate action. CUNY will not retaliate
against anyone who makes such a report.

Persons with knowledge of conduct or conditions that pose an imminent threat to the
health or safety of any member of the CUNY community or the public should immediately
call 911 or Public Safety.

The following persons may report conduct or suspected conduct that relates to CUNY and
that they in good faith believe may violate federal, state, or local law or CUNY policy
(“violations”): individuals who are paid by CUNY, including faculty and staff; consultants,
vendors, and contractors doing business with CUNY; individuals who perform services for
CUNY as volunteers or who otherwise assert an association with CUNY; and students.

The suspected misconduct that should be reported includes, but is not limited to, that
which involves or relates to the following:

e Fraud, theft, embezzlement, or misuse of CUNY resources

e Conflict of interest or ethics

e Computerfraud or data security

e Child abuse or misconduct involving minors

e Sexual assault, assault, and hazing

® Environmental, health, and safety violations

e Discrimination and harassment, including age, disability, sex, and race
e Research oracademic misconduct by faculty or staff

e Retaliation for reporting misconduct under this policy

Employees are encouraged to use the reporting procedures set forth in CUNY policies
dealing with specific issues. Where there is no such procedure, employees may resolve
their concerns at the most local level, by reporting suspected violations through standard
management channels, beginning with their immediate supervisor. If an employee does
notwish toreport a suspected violation to animmediate supervisor, they may go to a higher
level of management within the college or file a Report of Alleged Misconduct with the
Office of the General Counsel. The form and instructions toreport alleged misconduct may
be found onthe CUNY website.
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Reports may be submitted anonymously, although doing so may hinder the investigation
and resolution of a complaint. Reports of violations will be kept confidential to the extent
possible, consistentwith the need to conduct an adequate investigation, to comply with all
applicable laws, and to cooperate with law enforcement authorities.

Reports will typically be directed to responsible persons for investigation and resolution,
consistent with applicable CUNY policies and procedures. Confirmed violations will result
in appropriate disciplinary action up to and including termination from employment,
following applicable procedures under university bylaws, policies or collective bargaining
agreements, or severance of the relationship with CUNY. In some circumstances, civiland
criminal charges and penalties may apply.

CUNY employees shall not engage in any retaliatory behavior, including intimidation,
harassment, discrimination, or, in the case of an employee, the imposition of an adverse
employment consequence, against anyone who files a report under this policy.

Any individual who engages in retaliatory behavior against another individual who has
reported a suspected violation or cooperated in the investigation of a violation will be
subject to discipline, up to and including termination of employment, following applicable
procedures under university bylaws, policies or collective bargaining agreements, or
severance of the relationship with CUNY.

Any employee who believes that they or another individual who reported a suspected
violation is being retaliated against should contact the executive director of the Office of
Human Resource Services or the chief legal and labor relations officer.

Making a false report or providing false information during the course of an investigation
may be grounds for discipline in the absence of a good faith belief that the report or

information is true.

All employees are expected to cooperate fully in the investigation of any suspected
violation.
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Fire and Fire Drills

If you think there is a fire, leave the building immediately. Go to the nearest telephone and
call 911 (New York City emergency number) to report the location of the fire. Call
718.951.5511 (Campus and Community Safety Services) to report the fire and your
emergency call.

Fire drills are conducted each semester. It is mandatory that employees treat all drills as
real emergencies. It is also important that staff members familiarize themselves with the
nearest exits in the buildings in which they work.

Emergency Closings

Employees can sign up for the CUNY Alert System by going to the to CUNY Alert page to be
notified about emergency closings. Announcements regarding emergency closings can
also be found on the Brooklyn College website.

Facilities and Campus and Community Safety Services staff members who are designated

“essential personnel” by their office are required to report to work in emergency situations.
Designated employees who do not report for work will be subject to disciplinary action.
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Chapter 4:
Employment Relationship
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Employment Classification

In order to determine eligibility for benefits and overtime status and to ensure compliance
with federal and state laws and regulations, Brooklyn College classifies its employees as
shown below. Brooklyn College may review or change employee classifications at any
time. If you are unsure of which job classification your position fits into, ask your supervisor
or check with the Office of Human Resource Services.

Full-Time Employees

Employees who work a minimum of 35 hours per week are classified as full-time
employees. For some titles, the full-time work week equals 40 hours. The appointment of a
full-time employee requires prior approval and a starting date from the Office of Human
Resource Services before the Payroll Office accepts any materials to put the “appointee”
on payroll. Such approval will be granted only after the Office of Human Resource Services
receives all the necessary paperwork and required fees, if applicable.

Part-Time Employees

Employees who work fewer than 35 hours per week are considered part-time employees.
In some situations, employees may work more than 35 hours a week contractually but are
considered “hourly” employees.

Temporary Employees

Temporary employees can be hired undertwo conditions. First, the employee may be hired
for specific periods of time or for the completion of a specific project on atemporary basis.
Second, there is a need to fill a position, a qualifying civil service test has been given, and
a list forthcoming but has not been established yet.

Temporary employees are not eligible for benefits, except as required by state and federal
laws.

Access to Personnel Files

The Office of Human Resource Services is responsible for maintaining your personnel
record. Keepingyour file up-to-date can be important to you with regard to pay, deductions,
benefits, emergency contact information, and other matters. If an employee needs to
change any of the following items, they must notify the Office of Human Resource Services
as soon as possible:

Legal Name Preferred Name

Home Address Current Emergency Contact
Preferred Telephone Number Martial Status

Change of Beneficiary Military or Draft Status
Education Degree License(Driver’s/Technical)
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Payrollinformation and benefit coverage for employees and their family members could be
seriously affected if personnel records are not up-to-date.

The Office of Human Resource Services refers to the personnel file when it needs to make
decisions about reclassifications, compensation changes, and transfers. It is to the
employee’s benefit to make sure that the file includes information about completion of
education degrees, training, and outside civic activities.

The personnel file may be reviewed annually upon request. Employees must contact the
Office of Human Resource Services to schedule an appointment to review theirfile.

Change of Address or Name

Change of Address

Employees are required to notify the Office of Human Resource Services of changes to their
home or mailing address. If an employee’s address is not currentin CUNYFirst, documents
in regards to payment, taxes and benefits may not be received in an accurate and timely
manner. When notified, the Office of Human Resource Services will update the payroll and
the transit benefit system, if applicable.

Basic Personnel Form
Employees canreport changes to their address with the Basic Personnel Form. The Basic

Personnel form must be completed and submitted to any of the Office of Human
Resource Services Offices located in Boylan Hall or via email to the Office of Human

Resource Services general email inbox. Employees should also notify their union and
pension funds of these changes.

CUNYFirst Employee Self-Service
Employees can update their address using the Employee Self-Service system in

CUNYFirst by following the steps listed below:

1. Loginto CUNYFirst
2. Select “Employee Self-Service”
3. Click on “Personal Details”
4. Select “Addresses”
a. Select the address to modify
Edit the address details
6. Click “Save”

“1

Note: /fthe employee makes changes to their address through the CUNYfirst Self-Service system, the change
will be reflected only at Brooklyn College and not outside of the college. Employees are responsible for
notifying the appropriate unions, pension funds and our Benefits Unit of these changes.
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Change of Name

The employee must present both an original Social Security card with the updated name
and applicable legal documents (such as acourtorder, marriage license, ordivorce decree)
tothe Office of Human Resource Services for a legal name change to be made to theirrecord.
The applicable legal documents will be required from transgender employees as well if a
name change is requested.

Employees who wish to select a preferred name for internal CUNY purposes (in situations
in which their legal name is not required) or to change their gender in CUNYfirst should
contact the Office of Human Resource Services. Employees may request use of a preferred
name in college directories, course catalogs, and other internaldocuments. Currently, the
employee cannot make preferred name changes in CUNYfirst through Employee Self-
Service.

Payroll Support

Payroll / Paychecks

Brooklyn College payroll checks are processed by the New York State Comptroller’s Office
in Albany, New York. To adhere to the strict cut-off dates and deadlines set by the
Comptroller’s Office, the college must submit payroll data two weeks prior to the pay date.

Paycheck Schedule

Employees are paid on a biweekly (every other week) basis. Paychecks are issued at the end
of each pay period worked, based on the pay schedule. Paychecks/Paystubs contain
details of the particular pay period thatit covers, including gross pay, net pay, and applicable
deductions (e.g., pensions, savings, flexi-spending, insurance, and taxes).

Distribution of Checks

Employees are paid biweekly on Thursday. Paychecks and paystubs are mailed out by
University Payroll on Monday prior to pay day to the mailing address on file. Employees are
encouraged to participate in the Direct Deposit Program, which electronically deposits

their paycheck into their bank or credit union checking or savings account. Enrollment
forms are available at the Office of Human Resource Services and on the Brooklyn College
website. The college may exclude individuals from participation in the program for
reasonable cause.
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New York State Payroll Online (NYSPO)

Implemented by The Office of the New York State Comptroller, New York State Payroll
Online (NYSPO) allows NYS employees to view and update payrollinformation, manage tax

withholdings and opt out of receiving paper pay stubs.

CUNY employees on NYS payroll can access NYSPO using NY.gov accounts. Employees
must request for CUNY to initially activate their NY.gov accounts and requests must be
made in CUNYFirst using the steps detailed onthe CUNY Webpage. Employees who create
their NY.gov accounts outside of CUNYFirst may experience issues accessing NYSPO
through their NY.gov accounts.

Employees who currently have NYSPO access through existing NY.gov accounts can view
their CUNY pay information through their existing NY.gov accounts and do not need to
request a new NY.gov account through CUNY.

To ensure account security, always access NYSPO by entering the official URL directly:
https://www.osc.ny.gov/state-agencies/payroll/nyspo OR go to osc.ny.gov > NYS Payroll
Online > Sign in.

ID Card

Photo IDs are required for entrance to Brooklyn College. Brooklyn College IDs without a
valid photo will no longer be accepted at campus entry points. Failure to comply with these
identification requirements may result in denial of entry. Employees are required to keep a
valid Brooklyn College Photo ID card or a Digital ID at all times for identification purposes.

The Brooklyn College Digital ID is a convenient and secure replacement for your plastic
college ID card. It is accessible from the BC Navigator mobile app. Adding your photo to
your Brooklyn College Digital ID can be done in person or online.

Physical college ID cards may be obtained in the West Quad Center. Employees who lose
their ID card must pay a replacement fee to the Bursar’s Office for the new card.

Physical college ID cards are the property of the college and must be returned at the end
of employment.
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Issuance of Keys

If it is determined that the employee needs keys in their particular job, the supervisor will
authorize the issuance of the keys. The employee pays a deposit to the Bursar’s Office and
submits the request to the locksmith office. Lost keys should be reported immediately to the
Office of Public Safety. Replacement keys must be paid for by the employee.

All keys issued by the college are the property of the college and must be returned at the
end of employment.

Employment Eligibility and Work Authorization

Brooklyn College is committed to employing individuals who are authorized to work within
the United States and who comply with the applicable immigration and employment laws.
As a condition of employment, every individual must provide evidence of their identity and
legal authority to work to the Office of Human Resource Services.

The college participates in the Electronic Verification System (E-Verify) to electronically
verify the work authorization of newly hired employees. E-Verify is an Internet-based
program that compares information from an employee’s I-9 Form to data contained in the
federal records of the Social Security Administration and Department of Homeland
Security to confirm employment eligibility.

Employees who have temporary employment eligibility are responsible to ensure that their
records are up-to-date. Failure to maintain the work authorization will result in the
immediate termination of employment.

Employment Verification

Employment Verifications will be processed in accordance with CUNY’s policies and
procedures, and all applicable federal, state, and local laws. Employment Verification is
the most commonly requested type of verification that verifies the employee’s basic job
information: employer name, address, location, job title, employment status, most recent
hire date, and length of time with the employer.

Please be advised that in order to protect employees’ personnel records from
unauthorized access, employment information will not be released without the
employee’s consent, except to CUNY and other non-investigatory governmental agencies,
the Office of Human Resource Services Administration, the Department of Health,
Education, and Welfare, or upon subpoena. The Employment Verification Request Form is
available on the Brooklyn College website and can be faxed to 718.951.5370 or emailed to
the Office of Human Resource Services.
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Time Records / Overtime

Time Records

All employees are required to track and report their time through timesheets, cards, or
exceptionreports by the established deadline. These records are legal documents that are
used to calculate regular, sick, and overtime pay if applicable. Failure to submit accurate
and completed timesheets in a timely manner to the Office of Human Resource Services
may result in missed payments and inaccurate reporting of time and leave balance.

Overtime

Depending on the needs of their office, eligible employees may be asked to work beyond
theirregularwork schedule. This would be considered overtime. All overtime hours must be
approved in advance by a supervisor. For all approved overtime hours worked, employees
will be compensated in accordance with the provisions in their respective union contracts.
Paid leave time (such as annual, sick, and jury duty) does not apply toward overtime
worked.

Separation of Employment

ID card and other items, such as keys, laptops, phones, etc, are the property of the college
and must be returned when you separate from the college. To arrange for the return of
these items, please contact the Office of Human Resource Services.

Resignation

In all cases of voluntary resignation, employees are asked to provide written notice
(resignation letter) to their supervisor and to the Office of Human Resource Services at
least 10 working days in advance of the last day of work. The 10 days must be actual working
days. Holidays and paid time off will not count toward the 10-day notice.

Employees should not take annual time during this notice period. Management reserves
the right to provide an employee with two weeks’ pay in lieu of notice in situations where
job or business needs warrant such action. If the employee provides the requisite amount
of notice, the individual will be deemed to have resigned in good standing and potentially
eligible for rehire. If an employee provides less notice than requested, the college may
deem the individual to be ineligible for rehire depending on the circumstances regarding
the notice given.
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Retirement

Employees who wish to retire are required to notify their department chair or office
manager and the Office of Human Resource Services in writing about their intention to
retire. It is recommended that the employee provide at least one month’s notice to the
Office of Human Resource Services when planning their retirement date.

Job Abandonment

The supervisor should notify the Office of Human Resource Services if an employee fails to
report to work or contact their department or office for three consecutive workdays. If the
employee continues to be absent beyond three workdays with no supervisor contact, they
may be considered to have abandoned the job without notice.

Check union contract for details about how this rule applies to your job title.

Off-Boarding

Employees vacating positions with the college should make an appointment with the Office
of Human Resource Services for off-boarding. The main purpose of off- boarding will be to
ensure thatall college property has beenreturned, and to help the employee determine the
status of their group health insurance and retirement benefits, if applicable.
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Chapter 5:
Workplace Guidelines
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Attendance

The standard workweek is Monday through Friday from 9 a.m. to 5 p.m. Office hours may
vary depending on the office and business needs.

Work hours and the schedule for meal breaks (if applicable) will be determined and
assigned by the supervisor or office head. New York State law requires employees to take
ameal break after five consecutive hours of work. Employees cannotwork through the meal
break in order to arrive late, leave early, or work extra time.

The supervisor sets the start time based upon the needs of the office. Any change in the
work schedule requires the supervisor to submit written documentation to the Office of
Human Resource Services.

Employees are expected to arrive on time and be ready to work the scheduled shift.
Employees who cannot arrive on time, or who will be absent for any portion of the day, must
notify their supervisor as soon as possible.

Job Performance

Performance Evaluations

Communication between the employee and supervisor about work expectations is crucial.
The supervisor should schedule regular meetings with the employee throughout the year
to check in and provide informal feedback. Employees should initiate conversations with
their supervisor if they feel additional feedback is needed. Performance evaluations are
conducted annually. If needed, a performance evaluation may be done before the annual
review period. Performance evaluations include a written performance appraisal and
discussion between employees and their supervisor about job performance and
expectations throughout the year. Performance Evaluation forms can be found on the

Brooklyn College website.

Performance evaluations are essential for the employee to maintain professional
standards of excellence. The purposes of the evaluation process are to: 1) acknowledge an
employee’s contribution over the year; 2) review opportunities for professional
development; and 3) highlight areas for improvement, if needed.

The supervisor should provide the employee with a copy of their evaluation during the time
of the conference/meeting. The evaluation should be signed by both the supervisor and the
employee. A completed, signed, and dated copy of the evaluation will be submitted to the
Office of Human Resource Services for placement in the employee’s file. The employee
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should note that their signature on the performance evaluation form indicates their
acknowledgment of receipt of the evaluation, not agreement about content. During the
performance conference, the supervisor and employee can agree to make changes to the
performance evaluation. If, however, the parties cannot agree, the employee can submita
written rebuttal to the evaluation that is added to their personnelfile.

Progressive Discipline Policy

Brooklyn College expects employees to comply with its standards of behavior and
performance and to correct any noncompliance with these standards.

The intent of this policy is to openly communicate to all employees about the college’s
standards of conduct, performance, and attendance and conduct considered as
undesirable. Brooklyn College believes that such policies and procedures are necessary for
the orderly operation of our business, and for the protection and fair treatment of all
employees. Employees are therefore urged to use reasonable judgment at all times, and to
seek supervisory advice in any doubtful situation.

The executive director of the Office of Human Resource Services is responsible for
ensuring the proper handling of disciplinary actions, including the protection of employee
rights and that appropriate action is taken when circumstances warrant. Supervisory
personnel should consult with the executive director prior to the implementation of
discipline. If the employee is represented by a union, they have the right to union
representation at any level of the progressive discipline process.

As a matter of policy, Brooklyn College seeks to resolve conduct, performance, and
attendance problems in the most informal and positive manner possible, through
counseling, training, evaluation, and supervision. However, under those circumstances
when disciplinary action, up to and including termination, becomes a necessary means of
correcting inappropriate conduct, the college has established conditions, steps, and
procedures that it follows.

Generally speaking, the college expects each personto actinamature and responsible way
at all times. However, to avoid any possible confusion, some of the more obvious
unacceptable activities are noted below. Your avoidance of these activities will be to your
benefit as well as the benefit of Brooklyn College. If you have any questions concerning any
work or safety rule, or any of the unacceptable activities listed, ask your supervisor for an
explanation.
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Occurrences of any of the following violations, including violations of Brooklyn College
policies and procedures, CUNY personnel rules and regulations, CUNY bylaws, and
collective bargaining agreements, may be subject to disciplinary action. This list is not all-
inclusive and may be revised by management.

Unacceptable Activities

A. Conduct

e Willful or negligent violation of Brooklyn College policies and procedures,
personnel rules and regulations, and CUNY bylaws.

e Failure to carry out a direct order from a supervisor, except where the employee’s
safety may reasonably be jeopardized by the order.

e Knowingly falsifying, removing, or destroying information related to employment,
payroll, or work-related records or reports.

e Engaging in a conflict-of-interest activity.
e Violating or neglecting safety rules, or contributing to hazardous conditions.
e Unauthorized removal or use of any college property.

e Discourteous treatment of the public or other employees, including harassing,
coercing, bullying, threatening, or intimidating others.

e Any act or conduct that is discriminatory in nature toward another person’s race,
creed, color, national origin, sex (including sexual harassment), sexual orientation,
age, religious beliefs, or political affiliations.

e Conduct that causes potential injury to persons or property or unreasonable
disruption of college operations.

¢ Insubordination, including refusal or failure to perform assigned work.

e Possessing or being under the influence of alcohol, narcotics, or drugs on college
property.

e Gambling on college property.

e Sleeping while on duty.

e Fighting on college property.

e Making malicious, false, or derogatory statements that may damage the integrity
or reputation of the college or its employees.

e Possession, display, or use of explosives, firearms, or other dangerous weapons
while on duty or on college property.

e Failure to wear and properly maintain the uniform provided by the college or
maintain a neat and clean appearance.

e | eaving the work area during work hours without permission from the supervisor.

e | oitering on campus before or after working hours.
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B. Performance
e |nefficiency, incompetence, or negligence in the performance of duties.

e Refusal or inability to improve job performance in accordance with written or
verbal direction.

e Refusalto acceptreasonable and proper assignments from an authorized
supervisor.

e |ntoxication or incapacity on duty due to the use of alcohol or drugs.
e Careless, negligent, orimproper use of college property, equipment, or funds.

¢ Insubordination, including refusal or failure to perform assigned work.

C. Attendance
e |Improper or unauthorized use or abuse of paid leave.
® Being absent without authorized leave.

e Unauthorized punching or signing of another employee’s time card or recording
the time of another employee. Falsifying the time records.

® |rregular attendance: repeated tardiness, unreported or unexcused absence,
abuse of sick leave, overstaying a leave of absence without written authorization,
excessive absenteeism, and/or excessive lateness.

e Abuse of break times and lunch periods.

Disciplinary Actions

Unacceptable behavior (e.g., misconduct or incompetence) is usually dealt with in the
following manner:

e Step 1—Verbal Counseling Session
e Step 2—Verbal Warning
e Step 3—Written Warning

Each step may be repeated instead of moving forward to the next step at the discretion of
the Office of Human Resource Services or a manager. For example, a supervisor may
choose to have more than one verbal warning with the employee (Step 2) before they issue
a written warning (Step 3). Managers can make the decision to repeat a step if they:

e feelthat the step was not properly executed the first time,

e see signs of improvement in their employee and want to help further, or

® believe conditions or parameters change enough to make repeating the step
necessary.
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If behavior has not improved or continues to be unacceptable, the immediate supervisor
willmeet with the office head torecommend disciplinary action against the employee. With
the approval of the office head, the supervisor will consult with a member of the Office of
Human Resource Services who will review the office’s documentation, conduct an
investigation if needed, and determine if formal disciplinary charges should be made.

Brooklyn College reserves the right to combine or skip steps depending on the facts of each
situation and the nature of the offense. Some of the factors that will be considered are
whether the offense is repeated despite coaching, counseling, or training; the employee’s
work record; and the impact the conduct and performance issues have on the institution.

If formal charges are warranted, a Step | Disciplinary Hearing at the college will be
scheduled by the Office of Human Resource Services. The employee will be formally
notified in writing of the charges, specifications, and possible penalties at least 10 days
prior to the scheduled date, time, and location of the hearing. The respective union will
receive a copy of the hearing notification. The employee has the right to union or legal
representation at the hearing.

After a Step | Hearing, the hearing officer will issue a written decision with regard to the
charges and shall state the disciplinary penalty, if any, within seven working days of the
hearing. The college may implement a penalty other than immediate termination. The
decision may be accepted by the employee or appealed for a Step Il Hearing within 10 days
of the receipt of the Step | Decision.

If found guilty of formal charges, the form of discipline shall include, but not be limited to:

e Written reprimand

Fine not to exceed $200
e Demotion in title

e Suspension without pay for up to 60 workdays

Termination of services

In exceptional situations that require immediate action, such as (but not necessarily
limited to) those involving potential injury to persons or property or unreasonable
disruption of college operations, an employee may be immediately suspended without pay
by the executive director of the Office of Human Resource Services for a period of up to 30
workdays.
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PROGRESSIVE DISCIPLINE MODEL

LEVEL OF
DISCIPLINE WHO WHERE DOCUMENTATION
The work site in| Note in supervisor’s file:
Counseling Employee a private date, time, place,
Session and setting description of incident
supervisor (supervisor’s | and corrective action.
office)
The work site in| Summarize discussion
Verbal Employee a private in writing;
Warning and setting copy the manager,
supervisor (supervisor’s | place documentin
office) departmentfile.
Issue written
Employee The work site [ warning to
Written and in a private employee;
Warning supervisor, |setting signed by
and shop (supervisor’s | employee and
steward if office) supervisor;
requested copy manager;
place documentin
department file.
. Written request to
Supervisor, . .
. executive director of
Formal manager, The Office of the Office of Human
. Human .
Charges the Office of Moo e Resource Services for
Human : Step | Hearing, with all
Services .
Resource related written
Services documentation.
officer,
legal
counsel
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PROGRESSIVE DISCIPLINE MODEL (continued)

LEVEL OF

WHO

WHERE

Association)

Witnesses may
be called.

DISCIPLINE DOCUMENTATION
Ems:)yee’ Formal written
representative, | The Office charges.

St I supervisor or of Human Testimony and

ep. manager, Resource evidence presented

Hearing college advocate,| Services to hearing officer.
hearing officer, , .

(College) and ng ot Written decision to
witnesses employee within

seven days.
The Office of
Human -

Step Il Resource Step I.DeC|S|on,

H i Services officer CUNY allwritten

sl or lesal Central documentation,

(CUNY) cour;gsel Office personnelrecords,
Union or,legal testimony, and evidence
representative presented.
for employee

el U The Office of Sten Il Decis

Hearlng (CUNY Human tep GC?|S.|0n,

Civil Service Resource CUNY Stgp | Decision,

Commission; Services and Central written charges,

e - legal counsel Office prior documentation,

Arbitration for both parties. personnel records,

testimony, and
evidence presented.
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Grievance Procedure

Grievances may be filed against the college for:

e Disputes concerning the application or interpretation of the terms of the collective
bargaining agreement.

e Aviolation, misinterpretation, or misapplication of the rules and regulations of the
university.

e Performing duties that are essentially different from those specified in the job title
or for the improper holding of an open competitive rather than a promotional
examination.

For more information, please reach out to your respective unions listed on the appendices.

Workplace Conflicts and Dispute
Resolution

In the day-to-day operation of any office or department, problems and misunderstandings
sometimes occur. If left unresolved, serious personnel problems might result. While
consideration, cooperation, and common sense canresolve most of these situations, afew
require special attention. Itis the policy of the college to resolve disputes fairly, and at the
lowest possible level.

When conflicts or disagreements occur, employees should first attempt to resolve them
through discussion with their supervisor. However, an employee must follow their
supervisor’s orders, even if they disagree with them, unless the orders are clearly illegal or
unsafe, in which case the matters should be brought immediately to the next higher
authority. When discussion with their supervisor fails to resolve a dispute, employees have
several other options. They may take the issue up with the next higher authority or may
consult the Office of Human Resource Services.

Conflicts of Interest and Confidentiality

Conflicts of Interest

Brooklyn College expects all employees to conduct themselves in a manner that reflects
the highest standards of ethical conduct, and in accordance with all federal, state, and
locallaws and regulations. This includes avoiding real and potential conflicts of interests.
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Exactly what constitutes a conflict of interest or an unethical business practice is both a
moral and a legal question. Brooklyn College recognizes and respects the individual
employee’s right to engage in activities outside of employment that are private in nature
and do not in any way conflict with or reflect poorly on the college.

It is not possible to define all the circumstances and relationships that might create a
conflict of interest. If a situation arises where there is a potential conflict of interest, the
employee should discuss this with a supervisor for advice and guidance on how to
proceed. The list below suggests some of the types of activity that indicate improper
behavior, unacceptable personal integrity, or unacceptable ethics:

1. Simultaneous employment by another firm that is a competitor of or supplier to
Brooklyn College.

2. Carrying on business with a firm in which the employee, or a close relative of the
employee, has a substantial ownership or interest.

3. Holding a substantial interest in, or participating in the management of, a firm to
which the college makes sales or from which it makes purchases.

4. Borrowing money from customers or firms, other than recognized loan institutions,
from which the college buys services, materials, equipment, or supplies.

5. Accepting substantial gifts or excessive entertainment from an outside organization
or agency.

6. Speculating or dealing in materials, equipment, supplies, services, or property
purchased by the college.

7. Participating in civic or professional organization activities in a manner that divulges
confidential information.

8. Misusing privileged information or revealing confidential data to outsiders.
9. Using one’s position in the college or knowledge of its affairs for personal gains.

10. Engagingin practices or procedures that violate antitrust laws, commercial bribery
laws, copyright laws, discrimination laws, campaign contribution laws, or other laws
regulating the conduct of business.

Confidentiality

Employee data is confidential. If you are questioned by someone and you are concerned
about the appropriateness of giving them certain information, remember that you are not
required to answer, and that we do not wish you to do so. Outside requests to obtain your
personal information should be directed to your supervisor or to the Office of Human
Resource Services.

No oneis permitted to remove or make copies of any of Brooklyn College’s records, reports,

or documents without prior management approval.
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Employment of Relatives and Domestic Partners

Managers and supervisors should not take part in any decision to hire, contract, promote,
discipline, or discharge a family member. If such a hiring or employment matter arises, the
employee must advise their supervisor and the executive director of the Office of Human
Resource Services of the relationship in writing, and must be recused from any and all
discussion or decision relating to the matter.

Additionally, employees should not have supervisory responsibilities over a family
member, except in the rare and special circumstances set forth in the CUNY Conflict of
Interest Policy.

According to CUNY policy, the term “family member” covers not only spouses and
domestic partners, parents, children, and siblings, but also extends as far as great
grandparents and great grandchildren and many other relatives as well as individuals living
in an employee’s household. If an employee has any questions about their specific
situation, it is incumbent upon the employee to consult the Brooklyn College chief legal
officer or the university’s Office of the General Counsel.

Outside Employment

If you are employed by Brooklyn College in a full-time position, Brooklyn College will
expect that your position here is your primary employment. Any outside employment
activity must not interfere with your ability to properly perform your job duties at Brooklyn
College. There are also conditions and limits to be adhered to if you are appointed to
multiple positions at Brooklyn College. You must check with the Office of Human Resource
Services to determine the conditions and limits involved.

If you are employed by Brooklyn College in a part-time position, you are permitted to work
asecondjob aslongas itdoes notinterfere with your job performance at Brooklyn College.
You are expected to work your assigned schedule(s), and secondary employment will not
be considered an excuse for poor job performance, absenteeism, tardiness, leaving early,
or refusal to work overtime or different hours. If outside work activities cause or contribute
to job-related problems, they must be discontinued or you may be subject to disciplinary
action, up to and including termination.

Financial Disclosure Filing

The New York State Joint Commission on Public Ethics (JCOPE) requires certainfaculty and
staff to file a Financial Disclosure Statement annually. Decision about whether or not an
employee must file is based on salary and level of job

responsibilities. Questions about financial disclosure filing should be directed to the Office
of Legal Affairs and Labor Relations, or refer to the JCOPE website.
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Solicitation

Employees should be able to work in an environment that is free from unnecessary
annoyances and interference with their work. In order to protect our employees and
visitors, solicitation by employees is strictly prohibited while either the employee being
solicited orthe employee doing the soliciting is on “working time,” which is defined as time
during which an employee is not at a meal, on break, or on the premises immediately
before or after their shift.

Employees are also prohibited from distributing written materials, handbills, or any other
type of literature on working time and, at all times, in “working areas,” which includes all
office areas. Working areas do not include break rooms, parking lots, or common areas
shared by employees during nonworking time.

Nonemployees may not trespass or solicit or distribute materials anywhere on school
property at any time.

Workplace Resources

Use of College Property

Employees of Brooklyn College have a responsibility to help minimize the costs of daily
operations. College property should be given the same care as one’s personal property.
Employees are not permitted to use any college property or equipment for private or
personalreasons. The conduct of any activity on college property shall be in such a manner
as not to obstruct, or unreasonably interfere with, legitimate business or the free flow of
traffic by persons rightfully using the grounds or facilities. Employees are responsible for
the conduct of any visitors they bring to the office as guests. Violations of these guidelines
by a visitor can subject the employee to disciplinary action.

Safeguarding College Equipment

Employees who handle college equipment are responsible for the care and security of that
equipment while it is under their control. Employees are not permitted to use college
equipment for personal reasons. Unauthorized use or removal of college equipment or
property may be cause for immediate discharge. If an employee is found guilty of
carelessness or mischievous, malicious, or willful destruction of college equipment or loss
of property, they may be required to pay for the repair, recovery, or replacement of such
equipment or property. In addition, this may be cause for immediate discharge.

Lost and Found

Employees should turn in any articles found on the premises to their supervisor or office

head. Usually suchitems are turned over to the Office of Public Safety.
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Bulletin Boards

Official bulletin boards are the college’s way of keeping the campus community informed
about new policies, health benefits, job openings, training, and special events. Information
of general interest is posted regularly on the bulletin boards. Please form the habit of
reading the bulletin boards on a regular basis. They are located outside the Office of
Human Resource Services on the first floor of Boylan Hall. Information regarding selectjob
openings and health benefitsis located outside of 1223 Boylan Hall or posted on the college
website. Only authorized personnel are permitted to post, remove, or alter any notice on
the official bulletin boards.

Computer, Internet, E-mail, and Other Resources

Brooklyn College provides a wide variety of communication tools and resources to
employees for use in running day-to-day business activities. Whether it is the telephone,
voice mail, fax, scanner, Internet, intranet, e-mail, text messaging, or any other college-
provided technology, use should be reserved for business-related matters during working
hours. All communication using these tools should be handled in a professional and
respectful manner.

Employees should not have any expectation of privacy in their use of college-provided
computer, phone, or other communication tools. Allcommunications made using college-
provided equipment or services including e-mail and Internet activity are subject to
inspection by Brooklyn College. Employees should keep in mind that even if they delete an
e-mail, voice mail, or other communication, a copy may be archived on the college’s
systems.

Employee use of college-provided communication systems, including personal e-mail
and personal Internet use, have the potential to drain, rather than enhance, productivity
and system performance. Employees should be aware that information transmitted
through e-mail and the Internet is not completely secure. Transmissions may contain
viruses or malware, and could damage Brooklyn College’s systems as well as the
reputation or competitiveness of the college. To protect against possible problems, delete
any e-mail messages that are received from unknown senders and advertisers prior to
opening. It also is against Brooklyn College policy to turn off antivirus protection software
or make unauthorized changes to system configurations installed on our computers.
Violations of this policy may result in termination for a first offense.

Brooklyn College encourages employees to use e-mail only to communicate with fellow
employees, suppliers, customers, or potential customers regarding official college
business. Internal and external e-mails are considered business records and may be
subjecttofederal and state recordkeeping requirements as wellas to discovery in the event
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of litigation. Be aware of this possibility when sending e-mails within and outside the
college.

All use of Brooklyn College communications systems, including e-mail and Internet use,
should conform to our guidelines and policies, including but not limited to the Equal
Opportunity, Harassment, Confidential Information, and Conflicts of Interest policies.
Employees should not engage in harassing, bullying, or discriminatory behavior that
targets other employees or individuals because of their protected class status or make
defamatory comments. Similarly, employees should not divulge confidential information
such as employee or student records or information restricted from disclosure by law on
social media sites.

Because e-mail, telephone and voice mail, and Internet communication equipment are
provided for official purposes and are critical to the college’s success, your
communications may be accessed without notice by Information Technology Office
administrators and management to ensure compliance with this guideline.

The electronic communication systems are not secure and may allow inadvertent
disclosure, accidental transmission to third parties, etc. Sensitive or confidential
information should not be sent via unsecured electronic means.

Office telephones are for business purposes. While Brooklyn College recognizes that some
personal calls are necessary, these should be kept as brief as possible and to a minimum.
Personal use of the college’s cell phones, long-distance account, or toll-free numbers is
strictly prohibited. Abuse of these privileges is subject to corrective action up to and
including termination.

Brooklyn College reserves the right to monitor customer calls to ensure employees abide
by quality guidelines and provide appropriate levels of customer service.

Employees working in customer service will be subject to telephone and e-mail monitoring.
Should the subject matter of any telephone conversation become personal while
monitoring is taking place, monitoring of the call willimmediately be discontinued.

Nothing in this policy is designed to interfere with, restrain, or prevent employee
communications regarding wages, hours, or other terms and conditions of employment as
protected underthe National Labor Relations Act. Employees have the right to engage in or
refrain from such activities.
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Social Media Use

As used in the policy, social media refers to blogs, forums, and social networking sites,
such as Twitter, Facebook, LinkedIn, YouTube, and Instagram, among others.

Brooklyn College encourages you to share information with co-workers and with those
outside the college to gather information, generate new ideas, and learn from the work of
others. Social media provides inexpensive, informal, and timely ways to participate in an
exchange of ideas and information. However, information posted on a website is available
to the public. Therefore, Brooklyn College requests:

Off-Duty Use of Social Media

You may maintain personal websites or weblogs on your own time using your facilities. You
must ensure that social media activity does notinterfere with your work or the work of other
employees.

On-Duty Use of Social Media

You may engage in social media activity during work time provided it is directly related to
your work and approved by your manager. Your activity may be monitored, and
inappropriate use may result in disciplinary action.

Respect

Demonstrate respect for the dignity of Brooklyn College, and its students, faculty, and
staff. Avoid inappropriate comments (ethnic slurs, personal insults, obscenity, or use of
language that may be considered inflammatory).

Confidentiality

Do not identify or reference Brooklyn College’s students, faculty, or staff without express
permission. You may write about your job in general but may not disclose any confidential
or proprietary information.

Legal

You are expected to comply with all applicable laws, including, but not limited to, Federal
Trade Commission guidelines and copyright, trademark, and harassment laws.
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Internal Investigations

Internal investigations may be of a routine nature (e.g., cash audits, inventory
confirmations, etc.) or may be initiated in response to a specific problem (e.g., theft of
materials, cash shortages, etc.). Employees in the area are expected to assist in such
investigations, and failure to do so shall be an act of insubordination, which may lead to
disciplinary action.

Investigations may be conducted by a number of college offices, including, but not limited
to, the following:

e The Office of Public Safety
e The Office of Legal Affairs & Labor Relations

e The Office of Human Resource Services
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Chapter 6:
Leave and Holidays
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Holidays

The numberofregularholidays and unscheduled days, which are contractuallyagreed upon
in lieu of scheduled holidays, are subject to change from year to year. Refer to the
Employee Holiday Schedule issued yearly by the university personnel office for your title.

Typically, Brooklyn College observes the following holidays:
e |aborDay
e Columbus Day
e Thanksgiving Day
e Day after Thanksgiving
e Christmas Eve
e Christmas Day
* New Year’s Eve
e New Year’s Day
e Martin Luther King Jr. Day
e Lincoln’s Birthday
e President’s Day
e Memorial Day
® Juneteenth

® |ndependence Day

If any of these holidays falls on a Sunday, it will be observed on the following Monday. If the
holiday falls on a Saturday, CUNY determines whether the preceding Friday or the following
Monday is the substitute holiday.

Religious Observances

Brooklyn College will seek to reasonably accommodate individuals’ religious observances.
Employees who need time off to observe religious practices or holidays not already
scheduled by the college should speak with their supervisor. Employees may be able to
switch a scheduled day with a co- worker or take vacation time (if time has been accrued)
to accommodate their needs.

Unscheduled holidays are to be requested on the Department Request Form at least seven
days in advance and must be approved by your supervisor. Unscheduled holidays may not
be carried over. They mustbe used before August 31 of the current year or they are forfeited.
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Vacation / Annual Leave

Brooklyn College recognizes the importance of time off from work to relax, spend time with
family, and enjoy leisure activities. Part-time employees who are regularly scheduled to
work 20 or more hours per week with an appointment of 500 or more hours will be eligible
for paid vacation on a pro rata schedule. Full-time employees will accrue paid vacation
according to the schedule for their particular contract.

Employees may not take paid vacation until they actually have earned or accrued the
vacation time. Newly hired classified employees accrue paid vacation at the start of
employment but may not take any vacation until they have completed at least four months
of employment.

Generally, employees should submit vacation plans to their supervisor in advance of the
requested vacation date. Vacation may be scheduled in increments of one full work day up
to a maximum of two weeks in a row. Additional time may be taken with the approval of the
supervisor. The supervisor may deny vacation requests during peak busy periods.

If an employee is terminated from the college, they will be paid for unused vacation time
that they have accrued, not to exceed the annual leave cap.

Unauthorized Leave

Employees who take time off without prior notification and approval are considered to be
absent without leave and are subject to disciplinary procedures.

Sick Leave

Sick leave may be used only for personalillness of the employee. An employee may use up
to 3 sick days to care for a sick family member with proper documentation. Proof of
disability may be required regardless of the length of an absence. Excessive use of sick
leave will be reviewed by the Office of Human Resource Services.

Any employee who anticipates a series of three or more medical appointments, which will
require repeated use of sick leave in units of one day or less, must submit medical
documentation to the Office of Human Resource Services that indicates the nature of the
condition and the anticipated schedule of treatment.
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If you are required to document your illness, you must submit the original documentation
to the Office of Human Resource Services. If documentation is not provided, a docking
action may be applied for the sick day(s) taken. This requirement for documentation will
continue until you have worked a complete six-month “sick leave period” without being on
sick leave more than two times. Failure to comply may result in disciplinary action.

Ifyou are absentduetoillness for more than three days, or the college has reasonto believe
thereis aserious medical condition, proof of ability to return to duty must be providedto the
Office of Human Resource Services before you will be permitted to return. In order to return

to work, a Certification of Fitness to Return to Work Form must be completed by your

physician and submitted to the Office of Human Resource Services. Approved sick leave may
be used for a minimum of one hour. If the Office of Human Resource Services is notified
about your medical-related absence after you return to work, you will be asked to provide
documentationto supportyourabsence. Failure to provide this documentation will resultin
your absence beingrecorded as “leave without authorization.”

Family and Medical Leave Act (FMLA)

CUNY recognizes the concerns of its faculty and staff to balance the demands of the
workplace with the needs of their family. To address these interests, the CUNY FMLA policy
adopts the provisions of the Family and Medical Leave Act of 1993 (FMLA), as amended,
and extends those provisions to cover domestic partner relationships.

The CUNY FMLA policy provides eligible employees with up to 12 weeks of unpaid, job-
protected leave for qualifying reasons during the designated leave year (i.e., September 1
through August 31). In order to be eligible, an employee must have been employed by the
university for at least 12 months cumulatively, and must have worked at least 1,250 hours
during the 12-month period preceding the requested commencement of the leave. The
employee’s FMLA 12-week leave period entittement will commence anew from the
subsequent period of September 1 through August 31, provided that the eligibility
requirements are fulfilled.

Any employee with a 35-hour basic workweek, as well as full-time faculty, will have metthe
1,250-hour threshold by being continuously on the payroll without an unpaid break in
service, for 36 weeks of the 52 weeks preceding the requested leave. For employees with a
40-hour basic workweek, that minimum is 31.5 weeks.

The FMLA also provides for 26 weeks leave during a single 12-month period for a spouse, son,

daughter, parent, or next of kin to care for a member of the Armed Forces (including the
National Guard and Reserves) or veteran who has a serious injury or illness.
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Qualifying reasons for FMLA leave include the following:

e Childbirth and/or care for a newborn (within the first 12 months of birth)1
e Childcare needs resulting from an adoption or foster care placement (within the
first 12 months of the adoption or placement)

e Care for employee’s spouse, domestic partner, child, or parent with a serious
health condition

e Employee’s own serious health condition

e Circumstances relating to the fact that an employee’s spouse, son, daughter, or
parentis on, or has been called to, active duty in a regular component of the Armed
Forces deployed to a foreign country or to active duty in the National Guard or
Reserve branches of the Armed Forces deployed to a foreign country under a federal
call or order in support of a contingency operation

* Employee who is caring for a spouse, son, daughter, parent, or next of kin who is a
seriously injured or ill service member, or a veteran service member if the veteran
had been an active member of the Armed Forces (including the National Guard or
Reserves) at any time during a five-year period prior to medical treatment,

recuperation, or therapy2

Leave taken for a newborn, adopted, or foster child as described herein must be taken all
atonce. Ifthe employee takes leave to care for afamily member or for their own illness, they
may take the time on an intermittent basis, but only if the medical condition necessitates
this type of schedule.

For the purpose of this policy, a serious health condition is an illness, injury, impairment,
or physical or mental condition that involves incapacity or treatment connected with:

® inpatient care in a hospital, hospice, or residential medical facility;
® preghancy or prenatal care; or

e continuing treatment by a health care provider.

Under the CUNY FMLA policy, an employee’s leave of absence may be either paid or
unpaid. However, before unpaid FMLA leave may be authorized, the employee will be
required to exhaust any appropriate accrued paid leave.

"Spouses or domestic partners who are employed at the same CUNY college are limited to a combined
total of 12 weeks within the FMLA leave year, when taking leave for these reasons.

2“Serious injury orillness” includes injury or illness of a member of the Armed Forces or veteran
existing prior to the service member’s or veteran’s active duty and was aggravated by service.
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Leave for illness granted under the university’s temporary disability leave policy that
extends beyond five workdays is presumed to be leave for a serious health condition,
unless the employee proves otherwise, and will be counted as part of the annual FMLA
entitlement, starting from the first day of leave. In addition, the first 12 weeks of any
authorized leave taken pursuant to university policies or collective bargaining agreements
that qualify as FMLA leave will be counted against the FMLA entitlement for that leave year.

For the serious health condition of an employee, which may include a pregnancy-related
condition, paid sick leave accruals must be used first, followed by all other available time
and leave accruals.

For the birth and care of a newborn, placement with the employee of a child for adoption
or foster care, or care necessitated by the serious health condition of a family member, all
available paid time and leave accruals other than sick leave accruals (including paid
parental leave) must be charged before unpaid leave may be granted.

While on paid/unpaid leave, CUNY will maintain group health benefits in the same manner
as prior to the leave. Pension contributions will continue, however, only during the paid
portion of the leave.

Upon return from FMLA leave, the employee will be restored to the position held prior to
the leave orto an equivalent position with equivalent benefits. If the employee fails toreturn
to work upon expiration of the FMLA leave and has not received authorization for their
continued absence, they may be subject to disciplinary action in accordance with
university policies and applicable collective bargaining agreements.

Itis the employee’s responsibility to notify the Office of Human Resource Services on the
first day they return to work so that payroll and benefits can be reinstated. A doctor’s note
clearing the employee to return to work may also be required before the employee’s return
date is finalized.
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Paid Family Leave (PFL)

Paid Family Leave (PFL) benefits are available to certain Classified Staff Titles and PSC

members through Collective Bargaining Agreements. PFL is an employee-funded
insurance policy that provides job-protected, paid time off for the following purposes:

e Bonding with a newborn, adopted, or fostered child
e Caring for a family member with a serious health condition

e Assisting loved ones when a family member is deployed in a foreign country on
active military service

Eligible employees at Brooklyn College are covered under a Paid Family Leave Insurance
Policy provided by The Standard.

Key dates for eligibility:
e As of March 1, 2021, members of the Classified Staff in specific titles became
eligible for PFL benefits.
e PFL benefits for PSC members at Senior Colleges became available on March 8,
2021.

e ECPand CSM members are eligible for Paid Family Leave benefits starting March 1,
2022.

For more information on PFL benefits, including eligibility and how to apply for a leave,
please contact the Office of Human Resource Services.

Paid Parental Leave (PPL)

Paid Parental Leave is available for Instructional Staff (full-time faculty, HEO and CLT
series employees) who have at least one year of CUNY service. Faculty who have
completed two continuous semesters of teaching and become parents during the period

of annual leave are eligible.

The leave is designed to allow full-time members of the Instructional Staff a paid leave to
care for a newborn child, or for a child (up to 5 years of age) who has been formally placed
with the employee for adoption. One paid parental leave benefit is available per eligible
employee per birth or adoption event.
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PSC-CUNY Paid Parental Leave Policy

Full-time employees who have a minimum of one year of service with CUNY are eligible for
a continuous leave of absence for Paid Parental Leave once every 12- month period to care

for and bond with a newborn, or a newly adopted or fostered child (up to five years of age),

not to exceed twelve weeks.

Commencement of Leave:
Eligible employees may take twelve consecutive weeks of paid parental leave, which must

begin immediately upon the child’s birth, adoption, or foster placement, with the following
exceptions:

e For the birth parent, leave starts immediately after the approved use of temporary
disability leave related to childbirth.

e Paid parental leave may begin prior to the birth if deemed medically necessary for
the birth parent and if temporary disability leave is insufficient.

e | eave may be taken before the adoption or foster placement when necessary for
legal requirements (e.g., foreign travel).

e Couples in the bargaining unit working in the same department may not take
parental leave concurrently. The total combined leave for both parents is limited to
21 weeks.

Scheduling Options:
Full-time teaching faculty may choose one of the following options instead of taking twelve

weeks of paid parental leave immediately following the birth, adoption, or fostering of a
child:

e Option A: Receive a 9-contact hour release during the semester of the birth and/or
the following semester.

e Option B: If five or fewer weeks remain in the semester when eligibility begins, take
paid parental leave for the remainder of that semester and receive a 6-contact hour
release in the next semester.

e Option C: If eligible during the annual leave period, choose to start twelve weeks of
leave at the beginning of the Fall semester or receive a 9-contact hour release to be
taken in the Fall and/or Spring semester, subject to department chair approval.

Faculty Guidance:
Faculty members are encouraged to utilize course release options and are not expected to

be on leave for two semesters.
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Notice:
Employees must provide notice of intent to take paid parental leave by submitting an

application form at least 90 days prior to the expected due date or placement date. If the
date is not known, the application must be filed as soon as known, with the Director of the
Office of Human Resource Services after obtaining approval from the department chair or
unit head.

Service Credit:

The period of paid parental leave counts as service. Employees eligible for tenure or similar
appointments may elect to have the leave serve as a bridge during their first six years of
service. The election must be made in writing within 90 days following the birth or adoption,
and itisirrevocable.

One paid parental leave benefit is available per eligible employee per birth, adoption, or
foster care event during a 12-month period. Eligible employees will remain on payroll and
retain applicable benefits.

Paid parental leave runs concurrently with Family Medical Leave Act (FMLA) leave.
Employees accessing leave under Article 16.8 immediately following paid parental leave
are eligible for one semester of unpaid leave.

Miscellaneous Provisions:
e Holidays and intersession periods occurring during paid parental leave do not

extend the leave.

e |f an employee is non-reappointed during paid parental leave, payment for unused
leave beyond the appointment period is not guaranteed.

e An eligible teaching faculty member whose leave expires mid-semester may return
to teaching or administrative duties for the remainder of the semester as assigned
by the Department Chair.

City University of New York Paid Parental Leave Policy

All Full-Time and Part-Time Executive Compensation Plan (ECP) and Classified Managerial
Staff (CMS) employees who work at least 50% are eligible for New York State Paid Parental
Leave (NYS PPL) from their first day of employment in an ECP or CMS title.
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Leave Details:
e Employees may take up to 12 weeks of leave at full pay for each qualifying event,
which includes the birth of a child or the placement of a child for adoption or foster
care.

e NYS PPL can be used once every 12-month period, beginning with the qualifying
event.

e The leave must be completed within 7 months of the qualifying event.

e NYS PPL must be taken in a single block and cannot be used intermittently.

Benefits During Leave:
e Employees on NYS PPL are considered on a paid leave of absence and will maintain
existing health and welfare benefits.

e Health insurance premiums, retirement contributions, and other payroll
deductions will continue during this leave.

e Time taken under NYS PPL will count towards retirement service credit.

Coordination with Other Leave:
e NYS PPL will run concurrently with the Family and Medical Leave Act (FMLA), if
applicable. For instance, an employee who gives birth may take up to 6 weeks of
FMLA using sick leave accruals, followed by 12 weeks of NYS PPL.

e NYS PPL cannot be taken simultaneously with Paid Family Leave (PFL) or other
accrued leaves.

Note: The coordination of PPL, FMLA, and PFL may vary for each individual. The FMLA plan year runs
from September to August.

Child Care Leave of Absence (Unpaid)

Child Care Leave of Absence is a special unpaid leave for the purpose of caring for a
newborn infant. The period of the leave is not counted toward service credit, service credit
for Fellowship or Scholar Incentive Award. Employees who are on leave without pay do

not receive benefits (health insurance) and are not eligible for retirement credit while on
leave.
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Classified Staff Only

A full-time employee is eligible for childcare leave of absence (unpaid) if they have worked

1,250 hours in the prior year (September 1 - August 31) or in the current year. Employees
who become parents through birth or adoption of a child up to four (4) years of age may be
granted a childcare leave of absence without pay for a period not to exceed 48 months.

Leave Regulations:
e Employees must exhaust their accrued annual leave prior to starting childcare

leave. Time spent on annual leave does not count towards childcare leave.

e The maximum 48-month leave can only be authorized once for an employee. Any
subsequent childcare leave is limited to a maximum of 36 months.

e Employees returning to work before exhausting their allotted childcare leave will
waive the remaining leave.

Extensions:
e Employees who initially take less than the maximum available leave (48 months or
36 months) may request up to two extensions, each lasting a minimum of 6 months.

e Extensions must be taken consecutively.

e The total duration of initial leave plus extensions cannot exceed 48 months or 36
months.

Additional Provisions:

e Employees who have taken a cumulative total of 7 years of childcare leave may be
eligible for further leave only if they have been in pay status for a cumulative total of
four or more years with the City of New York and/or the University.

e Employees with a cumulative total of 10 years of childcare leave may be eligible for
further leave only if they have been in pay status for seven or more years with the
City of New York and/or the University.

e The Director of the Office of Human Resource Services retains the right to grant
additional unpaid childcare leave in accordance with university policies.

Instructional Staff Only

Special leaves for the purpose of caring for a newborn infant shall be granted to a member
of the Instructional Staff (unpaid) upon notification to the President and application for
such leave, provided the applicant has legal responsibility for the care and/or support of
said child.
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Leave Regulations:
e The duration of the leave shall ordinarily be for one full semester (6 months for non-
teaching instructional staff).
® |n exceptional cases, the President may terminate such leave during the college
term, provided there is an appropriate opening in which the applicant's service may
be utilized.

Extensions:
® An extension of such leave shall be permitted on request for a period not in excess
of one year from the end of the original leave. No further extension shall be
permitted.

Additional Provisions:

e | eaves for the purpose of caring for a newborn infant shall be granted without pay
during the period of the leave, including the vacation period concomitant to the
leave. If the leave is for one semester only, the loss of paid vacation shall be for one
month only. If the leave is for two semesters, both months of vacation shall be
without pay.

e |[fthe duration of the leave is less than one calendar year, it shall be credited toward
salary increments; if itis one calendar year or more, it shall not be credited towards
salary increments.

e When the service of a member of the Instructional Staff is interrupted by reason of
absence on a leave for the purpose of caring for a newborn infant, the period of
creditable service immediately preceding such absence shall be counted in
computing the years of service required for the granting of tenure, a certificate of
continuous employment (CCE), or for a certificate of continual administrative
service in the Higher Education Officer series title (13.3b).

e Employees who are on leave without pay do not receive benefits (health insurance)
and are not eligible for retirement credit while on leave.

Bereavement Leave

If you have more than three months’ service, you may take up to four days of paid
bereavement leave upon the death of a member in your immediate family. The immediate

family is defined as spouse; domestic partner; natural, foster, or stepparent; mother-in-
law; father-in-law; natural, foster, or stepbrother; natural, foster, or stepsister; natural,
foster, or stepchild; or any other relative, including grandparents, who resides in the same
household. Bereavement leave may not exceed four days.
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When you return to work, you must bring documentation within five working days of your
return, which indicates your relationship to the deceased and the date of death, in order to
be paid for your time off as bereavement leave.

Information about qualifying verification documents can be found on the Office of Human
Resource Services page of the Brooklyn College website.

Military Leave

Brooklyn College supports the military obligations of all employees and grants leaves for
uniformed service in accordance with applicable federal and state laws. If you need time

off for uniformed service, you should immediately notify the Office of Human Resource
Services and your supervisor, who will provide details regarding the leave. Ifyou are unable
to provide notice before leaving for uniformed service, a family member should notify your
supervisor as soon as possible.

Upon return from military leave, you will be granted the same seniority, pay, and benefits
as if you had worked continuously. Failure to report to work within the prescribed time after
completion of military service will be considered a voluntary termination.

Allemployees who enter military service may accumulate a total absence of five years and
still retain employment rights.

Requesting Military Leave

Employees requesting paid military leave must submit a copy of their military orders to the
Office of Human Resource Services. The orders should specify the dates of drills,
maneuvers, etc. All employees, including hourly employees, summoned to active military
service should be aware of the following CUNY policy:
e With Full Pay: All employees are entitled to an allotment of 30 calendar days, or 22
workdays with full pay, whichever is greater, per calendar year (January-—
December). Full-pay employees continue to accrue annual and sick leave.

e Without Pay: All employees who exhaust, or who have already exhausted, the full-
pay calendar-year allotments are entitled to military leave without pay for a period
of time not to exceed, in general, four years.

e Use of annual leave, unscheduled holidays, and compensatory time: Employees
who have exhausted paid military leave may, at their discretion, utilize any or all
annual leave, unscheduled holidays, and/or compensatory time from their leave
balances. Unused annual leave, unscheduled holidays, and/or compensatory time
remain in the employees’ leave balance pending their return to employment. Note:
Sick leave may be used only in instances of documented illness, injury, or
hospitalization.
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Benefits Coverage During Military Leave

e Employees on military leave with full pay will continue to receive benefits coverage.

e Employees on military leave without pay may receive health benefits through a
Special Leave of Absence Coverage (SLOAC) up to a maximum of four months per
calendar year. Employees who receive military orders are encouraged to apply for
and sign applications for SLOAC as soon as possible.

Returning from Military Leave

Employees who return from military duty should submit a copy of the certificate of
attendance/payroll voucher to the Office of Human Resource Services. This document will
verify the dates of attendance at drills, maneuvers, etc.

A running tally is maintained, on a calendar year basis, for such paid absences for those
employees concerned. After the 30 calendar days or 22 workdays per calendar year
allotment has been exhausted, additional time off must be as unpaid military leave.

Jury Duty

Brooklyn College supports you in your civic duty to serve on a jury. You must present any
summons to jury duty to your supervisor and to the Office of Human Resource Services as
soon as possible after receiving the notice.

If you are summoned to jury duty in New York State or New York City courts and you are a
full-time employee, you must advise the court that you will be paid your salary by the
college. If you are a part-time employee, you are eligible to be paid the current juror fee for
the first three days if you are scheduled to work and earn more than the fee. If you are not
scheduled to work, you will not be paid. If you are released from jury duty after four hours
or less of service, you must report to work for the remainder of that work day.

Full-time employees shall suffer no loss of pay or reduction of leave credits for serving on
jury duty. Part-time and hourly employees may be permitted, at the discretion of the
college and consistent with the needs and resources of the college, to make up on another
day those lost work hours spent serving on jury duty.

At the completion of jury duty service, employees must present the original completed jury
duty certificate to the Office of Human Resource Services. For those employees who submit a
timesheet, the original may be attached to the current timesheet. The certificate mustinclude
the employee’s name, dates of jury duty service, and the signature or stamp of the appropriate
court clerk.
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Full-time employees who serve on jury duty while on a regularly scheduled day off for which
they are not receiving salary or wages are entitled to receive the jury duty per diem
allowance for jury duty service on such days. However, full-time employees who serve on
jury duty while on paid vacation time (annual leave) or while on a paid leave of absence are
not entitled to receive the jury duty per diem allowance for jury duty service on such days.

If the state inadvertently issues a check for per diem jury duty service, the employee must
reimburse the college; contact the Payroll Support Office if you have received a check in

error. An employee who serves on federal or out-of-state jury duty will continue to receive
a perdiem allowance and must reimburse the college upon receipt of payment.

Personal Court Appearances

Time for an appearance in court for personal business will be your responsibility. Vacation
days (annual leave) will be used for this purpose.

Time Off for Voting

Brooklyn College recognizes that voting is a right and privilege of being a citizen of the
United States and encourages employees to exercise their right to vote.

A registered voter may, without loss of pay for up to three hours, take off so much working
time as will enable them to vote at any election. The employee shall be allowed time off for
voting only at the beginning or end of their working shift, as the supervisor may designate,
unless otherwise mutually agreed.

If the employee requires working time off to vote, the employee shall notify their supervisor

no fewer than two working days before the day of the election that they require time off to
vote in accordance with the provisions in this section.
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Chapter 7:
Employee Benefits
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Overview

Brooklyn College offers a comprehensive benefits package to meet the needs of its
employees and their families, including health, welfare, retirement, and other programs.
Your benefits program is based on your category of staff. As your needs evolve over time,
you will be able to make certain changes to your coverage during the Annual Transfer
Period, or within 30 days of a qualifying event.

New employees are provided with benefit packages at the time that they are eligible. The
material should be reviewed carefully and all forms within the packet should be completed
and returned to the benefits officer within 30 days of the initial eligibility date.

The benefits officer provides information and assistance on employee benefits, namely
pension and retirement, tax-deferred annuities, group life and group disability insurance,
health insurance, and dental, optical, prescription drug, and hearing aid plans. In general,
the college provides benefits to full-time employees only. However, part-time employees
are eligible in some instances. If you still have questions aboutyour eligibility after reading
this handbook, contact the University Benefits Office or the Office of Human Resource

Services.

Health Insurance

Full-time employees are eligible for health insurance. Employees must submit a Health
Benefits Application to the Office of Human Resource Services. If employees do not file the

form within 30 days of their appointment date, the start of their coverage will be delayed
and they may be subject to a loss of benefits. For temporary employees, the form must be
filed prior to the first day of the pay period following the completion of 91 days.

Employees must provide acceptable documentation to support the eligibility status of
everyone to be covered by the New York City Health Benefits Program. Documentation may
include a birth certificate, marriage certificate, divorce papers, and/or domestic partner
registration forms.

To keep coverage in force, every insured employee must work the minimum hours.

Annual Transfer Period

Health benefits transfer periods are usually scheduled once a year, generally in the fall.
During this period, you may transfer to another plan, add/drop an optional rider, add/ drop
dependents, elect to waive coverage, and/or change your health premium tax status. All
changes will be effective on the first full payroll period in January following the transfer
period.
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Health Plan Models

Through collective bargaining agreements, the City of New York and the municipal unions
have cooperated in choosing health plans and designing the benefits for the city’s health
benefits program. The health plan options for Brooklyn College employees depend on
category of employment. For information about the available packages, refer to the Office
of Human Resource Services Management page of the CUNY website, or contact your
campus benefits officer.

Group Life Insurance

Employees may be eligible for group life insurance provided by their union representatives.
The amount of coverage is determined by age, and can be increased under some plans
through additional pay. Interested employees should contact their prospective union
directly.

Retirement Plan

Brooklyn College recognizes the importance of saving for retirement and offers eligible
employees retirement savings plans. Eligibility, vesting, and all other matters relating to
these plans are contingent upon employment classification and can be found on the Office
of Human Resource Services Management page of the CUNY website.

Tax-Deferred Annuity Program

Employees may elect to participate in the CUNY-sponsored 403(b) Tax-Deferred Annuity
(TDA) Program, which offers the option to build additional retirement income. TDA
contributions are based on salary and deducted from the member’s biweekly paycheck.
Employees who enroll in the program can contribute either on a pre-tax basis (traditional),
allowing them to reduce their current federal and New York State income taxes, or through
a post-tax contribution (Roth).

Employees may elect to enroll in the program at any time and change their deferral
percentages four times per year by completing a new salary reduction agreement form.
Employees may not contribute to more than one 403(b) TDA plan at a time.

An employee’s combined traditional (pre-tax) and Roth (post-tax) contributions may not
exceed the overall contribution limits set by federal law. If an employee contributes to
another 403(b) or a 401(k) plan from another employer during the year, the combined
contributions to all of their plans that year are subject to the same overall limit. It is the
employee’s responsibility to track and report the amounts of their contributions to all of
their employers.
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Workers’ Compensation

Workers’ Compensation provides benefits and assistance to allemployees who are injured
or develop a job-related illness. The New York City Law Department/Workers’
Compensation Division serves as the insurance carrier for CUNY.

Allemployees are eligible for Workers’ Compensation. Coverage begins the first minute an
employee is on the job and continues when an employee is officially off the job. The only
requirementis that the individual is officially working as an employee providing a service to
the college at the time of injury. Employees should report the incident to their supervisor,
Campus Security and Public Safety, and the Workers’ Compensation team in the Office of
Human Resource Services.

Dedicated Sick Leave Program

The Dedicated Sick Leave Program enables individuals to donate sick and/or annual leave
for use as sick leave by a seriously ill or injured eligible employee who has been designated
by the donor. There is no enrollment period. Donations are made on an as-needed basis.

Each day of leave donated will be debited from the donor’s leave balance as one full day;
however, each day of sick leave donated will be credited to the recipient as one- half a day.
Each day of annual leave donated will be credited to the recipient as one full day.
Recipients may receive up to 120 days of paid sick leave.

Recipient Eligibility

Recipients must be full-time employees on annual salaries with at least two years of
continuous full-time service with the university (with some exceptions to skilled trade
titles). The recipient’s injury or illness cannot be job related, and it must persist for at least
30 continuous working days. Before receiving leave from a donor, the recipient’s own leave
balances and sick leave advancements must be exhausted.

Donor Eligibility

Donors must be full-time employees on annual salaries. In order to donate sick leave,
employees must have five or more years of full-time continuous CUNY service and
maintain a sick leave balance of at least 24 days. Donors who meet both of these
requirements may donate up to 10 sick leave days per program year. Annual leave, on the
other hand, may be donated without limitation, and by any full-time employee on an annual
salary (regardless of service length).

All dedicated leave is irrevocable. The minimum donation is one day of leave per program
year.
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Catastrophic Sick Leave Bank

Unlike the Dedicated Sick Leave Program, under which donors specify who should receive
their relinquished leave, the Catastrophic Sick Leave Bank (CSLB) is a pool of sick leave
and annual leave donated by colleagues for use as sick leave by any eligible full-time
employee who is also a donor to the bank. Donating time to the CSLB allows an eligible
employee to receive up to 90 days in any program year. The CSLB is administered centrally
by the university’s Office of Human Resource Services Management. The enrollment
period is each October of the program year (September 1 through August 31).

Recipient Eligibility

Recipients must be full-time employees on annual salaries with at least two years of
continuous full-time service with the university (with some exceptions to skilled trade
titles). Recipients must have donated at least one day of sick or annual leave to the CSLB
forthe program year in which leave is needed. The recipient’s injury orillness cannot be job
related, and it must persist for at least 30 continuous working days.

Before receiving leave from a donor, the recipient’s own leave balances and sick leave
advancements must be exhausted.

Donor Eligibility

Donors must be full-time employees on annual salaries. In order to donate sick leave,
donors must have five or more years of full-time continuous CUNY service and maintain a
sick leave balance of at least 24 days. Donors who meet both of these requirements may
donate up to 10 sick leave days per program year. Annual leave, on the other hand, may be
donated without limitation, and by any full-time employee on an annual salary (regardless
of service length).

All donated leave is irrevocable. Donations must be made in increments of one day, with a
minimum donation of one day of leave per program year.

Commuter Benefits Program

Under the provisions of Internal Revenue Code Section 132, CUNY offers eligible
employees the opportunity to use pre-tax earnings to cover certain public transportation
costs through the Commuter Benefits Program.

The program is funded through the portion of an employee’s monthly paycheck that they
may designate for transportation. Employees can elect to have any deduction amount up
to the current federal pre-tax limit. Deductions exceeding the limit are allowed but will be
deducted post-tax.
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The Commuter Benefits Program offers the following plans to eligible employees:

1. Commuter Card Unrestricted Plan—The Commuter Card is a stored-value card
loaded with your pre-tax and post-tax payroll deductions that can be used to purchase
transit passes and tickets at transit providers throughout the New York tri-state area.

The Commuter Card works at many more transit providers than supported under the
previous program. To see a list of where the Commuter Card will work, visit the
Commuterbenefitsnyc.com website. This stored-value card works just like a credit card

attransit- providerticket-vending machines, ticketwindows, and online/Web stores. It can
also be used to apply for MTA programs such as the Reduced-Fare MetroCard and Easy
Pay Xpress. The card is funded with employee deductions each pay date.

Employees can elect to have any deduction amount up to federal pre-tax transit limits.
Deductions exceeding the monthly pre-tax limit are allowed but the amount over the pre-
tax limit will be deducted post- tax. Employees will receive a Commuter Card that can be
used to purchase qualified transportation media from local and regional carriers’ vending
machines, ticket booths, or websites such as the Long Island Rail Road, Metro-North
Railroad, and New Jersey Transit.

2. Transit Pass Plan—This plan allows employees to arrange for home delivery of their
transit provider passes and tickets through the city’s provider, Edenred. Employees can
select from their extensive catalog of transit providers and transit passes covering the New
York tri-state area. In this plan, the employee funds an accountwith Edenred with their pre-
tax and post-tax payroll deductions. Using the funds in this account, the employee can
select a pass on the Edenred system. Edenred will deliver a pass or ticket to the
employee’s designated mailing address by the first day of each calendar month. Edenred
also allows employees to use their personal credit cards to securely supplement
purchases on the website. Employees can purchase multiple items such as a train ticket
and a MetroCard.

3. Access-A-Ride/Paratransit Plan—This plan allows employees to participate in
Access-A-Ride if they receive paratransit service from MTA New York City Transit. In this
plan, employees fund an account with Edenred with their pre-tax and post-tax payroll
deductions. Employees can select Access-A-Ride coupons or other paratransit options on
the Edenred system using the funds in their account. Edenred will deliver an employee’s
Access-A-Ride coupons or tickets to their designated mailing address by the first day of
each calendar month.

4. Park-n-Ride Plan—This plan allows employees to use their payroll deductions to pay

Brooklyn College Employee Handbook, 3™ Edition 62


https://www.cuny.edu/about/administration/offices/hr/benefits/transit-benefit-senior-colleges-central-office-edenred/
https://www.commuterbenefitsnyc.com/
https://www.commuterbenefitsnyc.com/transit-provider-list.aspx
https://login.commuterbenefits.com/

Back to TOC

for parking at or near a public transportation stop or station that they use to commute to
work. Only transit-related parking is eligible. Employees must be jointly enrolled in one of
the above transit options in order to enroll in this option.

Enrollment

To enrollinany of these transit plans, download an enrollment form from the CUNY website
or contact the college’s benefits team.

How Is the W-2 Affected?

Taxable wages in Box 1, Social Security and Medicare wages in boxes 3 and 5, and state
and local wages in boxes 17 and 20 will be reduced by the value of the pre-tax

transportation deductions from an employee’s pay.

What Happens When Leaving the College?

Upon leaving, any remaining funds in an employee’s account will not be refunded per the
Internal Revenue Code. Employees will have access to the funds for a limited time as
follows:

e Commuter Card Plan — Unrestricted—Employees have 90 days after their
separation date to spend the remaining funds on their Commuter Card.

¢ Transit Pass Plan—Employees have 90 days after their separation date to spend the
remaining funds in their transit account.

e Access-A-Ride/Paratransit Plan—Employees have 90 days after their separation
date to spend the remaining funds in their transit account.

e Park-n-Ride—Employees can only access funds allocated to expenditures prior to
their separation date.

CUNY Work/Life Program

To help employees make time for what matters most, professional work/life counselors are
available to provide support, guidance, and referrals for any work, personal, or everyday
issue that may arise. Counselors are available to assist with nearly endless resources such
as finding pet sitters, child and elder care facilities, tutors, home repair, veterinarians, and
moving services.

Allemployees, their dependents/household members, and affiliates are eligible to access
the Employee Assistance Program (EAP). At CUNY, the EAP is CCA@YourService. Available
anytime, 24/7, CCA@YourService offers free, confidential access to professional
counselors and online resources that can assist you with a variety of personal and work-
related issues. To access the program, simply call the toll-free CCA Helpline at #1-800-
833-8707 or visit their website and use the company code “CUNY”.
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Tuition Fee Waiver

Full-time CUNY employees may be granted a waiver of tuition for undergraduate or
graduate credit-bearing courses. This benefit enables employers to assist workers to
further their education at a cost of up to $5,250 per year tax free, whether or not the course
is job-related.

Eligible CUNY employees are advised that the courses in which they enroll may be
reportable as wages and subject to withholdings if:

e educational assistance benefits exceed the $5,250 threshold

e the course is determined to be non-job related

e the course does not meet the requirements of the “working condition fringe

benefits” exclusion within the Internal Revenue Code and University Accounting
Office Guidelines

To enroll, employees must obtain a CUNY Employee Tuition Waiver Form (Form OFSR 305)
from the Office of Human Resource Services, where a staff member can provide further
instruction.
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Union Contact List
FACULTY AND HEO SERIES STAFF
TITLE RESPECTIVE UNION

Faculty and Professional Staff Congress
Non-Teaching Instructional Staff

TELEPHONE
212.354.1254

CLASSIFIED, BLUE COLLARTITLES

TITLE RESPECTIVE UNION
DC 37, Local 1797

TELEPHONE
212.815.1060

Assistant Principal
Custodial Supervisor

Campus Peace Officer

IBT, Local 237

212.924.2000

Campus Public Safety Sergeant

IBT, Local 237

212.924.2000

Campus Security Assistant

IBT, Local 237

212.924.2000

Campus Security Specialist

IBT, Local 237

212.924.2000

Cement Mason

IBT, Local 237

212.924.2000

CUNY Custodial Assistant
Custodial Assistant

DC 37, Local 1597
DC 37, Local 1597
DC 37, Local 1797
DC 37, Local 1797
DC 37, Local 1797
DC 37, Local 1597

212.815.1060
212.815.1060
212.815.1060
212.815.1060
212.815.1060
212.815.1060

Custodial Principal Supervisor

Custodial Senior Supervisor

Custodial Supervisor

Exterminator

Stock Worker IBT, Local 237 212.924.2000
Stock Worker Supervisor IBT, Local 237 212.924.2000
Theatre Lead Tech IATSE, Local 1 212.333.2500
Theatre Tech IATSE, Local 1 212.333.2500
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CLASSIFIED, WHITE COLLARTITLES
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TITLE

RESPECTIVE UNION

TELEPHONE

Assistant Purchasing Agent

SEIU, Local 300

718.383.8945

College Accountant

DC 37, Local 1407

212.815.1040

College Accounting Assistant

DC 37, Local 1407

212.815.1040

College Assistant

DC 37, Local 2054

212.815.1060

College Print Shop Specialist

DC 37, Local 384

212.815.1060

CUNY Administrative Assistant

DC 37, Local 384

212.815.1060

CUNY Office Assistant

DC 37, Local 384

212.815.1060

Disability Accommodations
Specialist

DC 37, Local 2054

212.815.1060

Engineer

DC 37, Local 375

212.815.1375

Finance Accountant

DC 37, Local 1407

212.815.1407

Finance Accountant Asst

DC 37, Local 1407

212.815.1407

IT Assistant

DC 37, Local 2627

212.815.1932

IT Associate

DC 37, Local 2627

212.815.1932

IT Business Data Reporting Analyst

DC 37, Local 2627

212.815.1932

IT Sr. Associate

DC 37, Local 2627

212.815.1932

IT Support Assistant

DC 37, Local 2627

212.815.1932

Mail/Message Services Worker

DC 37, Local 384

212.815.1060

Project Manager

DC 37, Local 375

212.815.1375

Purchasing Agent

SEIU, Local 300

718.383.8945

University Architect

DC 37, Local 375

212.815.1375

University Engineer

DC 37, Local 375

212.815.1375
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CLASSIFIED, SKILLED TRADES/220 TITLES
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TITLE

RESPECTIVE UNION

TELEPHONE

Auto Mechanic

SEIU, Local 246

212.233.0616

Carpenter NYC CouncilofCarpenters,DC9 | 212.255.2950
City Laborer DC 37, Local 924 212.815.1924
Electrician IBEW, Local 3 718.591.4000
Electrician Helper IBEW, Local 3 718.591.4000
Electrician Supervisor IBEW, Local 3 718.591.4000

High Pressure Plant Tender

DC 37, Local 983

212.815.1983

Laborer

DC 37, Local 924

212.815.1924

Locksmith DC 37, Local 1078 212.815.1060
Maintenance Worker IBT, Local 237 212.924.2000
Oiler IUQE, Local 30 718.847.8484
Painter DC9 212.255.2950
Plumber Local 1 718.738.7500
Plumbers’ Helper Local 1 718.738.7500
Plumber Supervisor Local 1 718.738.7500
Senior Stationary Engineer IUQE, Local 30 718.847.8484
Stationary Engineer IUQE, Local 30 718.847.8484
Steamfitter Local 638 718.392.3420
Thermostat Repairer Local 1 718.738.7500
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CLASSIFIED, MANAGERIAL
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TITLE

RESPECTIVE UNION

TELEPHONE

Administrative Superintendent of
Buildings & Grounds

Professional Staff Congress

(Benefits Only)

212.354.1254

Campus Security Assistant Director

Professional Staff Congress

(Benefits Only)

212.354.1254

Campus Security Director

Professional Staff Congress

(Benefits Only)

212.354.1254

IT Computer Operations Manager

Professional Staff Congress

(Benefits Only)

212.354.1254

IT Computer Systems Manager

Professional Staff Congress

(Benefits Only)

212.354.1254

EXECUTIVE COMPENSATION PLAN, ECP TITLES

TITLE

RESPECTIVE UNION

TELEPHONE

Administrator

Professional Staff Congress

(Benefits Only)

212.354.1254

Assistant Administrator

Professional Staff Congress

(Benefits Only)

212.354.1254

Assistant Dean

Professional Staff Congress

(Benefits Only)

212.354.1254

Associate Administrator

Professional Staff Congress

(Benefits Only)

212.354.1254

Associate Dean

Professional Staff Congress

(Benefits Only)

212.354.1254

Dean

Professional Staff Congress

(Benefits Only)

212.354.1254

President

Professional Staff Congress

(Benefits Only)

212.354.1254

Senior Vice President

Professional Staff Congress

(Benefits Only)

212.354.1254

Vice President

Professional Staff Congress

(Benefits Only)

212.354.1254
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